Student Assistant SOPPRIVATE 

1. Be on time for scheduled work hours!  Be sure to sign in and out with time and initials.  Put your personal possessions, coats, backpacks etc, in the hall not in the workroom.  Repeat:  we need workroom space for people, not for your belongings.  Please also be sure to take your personal possessions with you when you deplane.
2. If for any reason you will be late or absent call Terry (x. 7192) and leave a message, or call Donna (x. 7294) and ask her to deliver an immediate message.   Also arrange for a replacement if possible.  Three absences without notification may result in your losing your job. Excessive absences even with notification have the same result.  If you need time off, ask ahead of time and be sure Terry writes it down and posts it on the schedule on the workroom door.  If you need time for academic work, ask, but remember we also have deadlines and may not be able to grant your request.

3. Every time you enter the building, pick up mail for Dr. Fran, Clinton Johnson, Sam Koogler, and Terry Southerington from Donna Bowyer’s office upstairs (Room 106) and deliver it to offices.  Place in the In Box on doors or on desk chairs.  Don’t put mail on desks.  If you are first in, make coffee.  Don’t unlock the scene shop door; it is always locked.

4. Immediately on arrival let faculty members know you are here. If they aren’t here when you arrive, find a job using the priority list below.  Stay where you can hear the phone, and check in with faculty upon their arrival.

5. Everyone is responsible for assisting faculty and helping to keep all our work spaces in order.   
You may not count as work hours time spent sitting, unless you are on phone duty.
You may not count as work hours evening show hours, which are required of all theatre majors as their professional responsibility, and which are kind gifts and learning experiences from  other students who love the theatre.  Exceptions to this rule must be requested and approved in advance.
6. Order of priority for jobs, every time you come to work, unless otherwise instructed by faculty:

URGENT:   
Dr. Fran’s box on door of room 10

Terry’s Student Assistant Box on her windowsill
Clinton’s and Sam’s out box on the desk
GENERAL ORDER A, a.k.a. clean and safe:   Everyone is responsible for constantly checking the theatre, hall, workroom (Room 010), and computer room (Room 09).  Remove personal belongings to cubbies in hall, keep traffic paths open (remove bookbags to shelves).  Don’t disturb costume work in progress.

PRODUCTION WORK :
SPECIAL JOBS:   Your assigned ongoing job to do.  If your job is complete, then help someone else.  While working, try to stay where at least one person can hear the phone, especially during show week and the week before.   Your assigned space should ALWAYS be in order and clean. 
GENERAL ORDER B:  If there is any work to be done, or anything dirty or out of place anywhere in the theatre area, YOU have work to do.  This includes the kitchen, lobby, and computer room, the theatre, faculty offices, greenroom, hall and all shops. If you do not know where something goes, ASK!  

7.   Put completed work in the boxes on office doors or in the desk chair, not on the desk.

8. Don’t leave unfinished work it in the workroom.  We are often working on deadlines and will assume, unless notified, that the job is done.  If you begin a job and do not finish it, be sure to notify the faculty so we can reassign the work if necessary.  If no one is in, put the work back where you found it with clear notes on where you stopped.  If we ask you to continue the project at your next work time, put the work neatly in a cubby in the hall.  Repeat:  don’t leave it in the workroom.

9. Allow enough time before leaving to put away tools, clean brushes, etc. and clear up your work space.   Do not leave unfinished work, tools, or anything else strewn about the premises.  This request is especially important when you are working in the theatre, as a class may be the next activity there.  The faculty will not have time to clean up your work before starting class, and some are likely to be grumpy if they have to.  Take your personal possessions with you or leave them in the cubbies or shelves, please.  

10. ** Always allow time before leaving to check work boxes for outgoing mail and items to be hand delivered.  DO NOT leave mail or unfinished work in the greenroom.  If you are not leaving the building, place outgoing mail in the box on Donna's floor.  If you are leaving, take mail to the drop boxes in the campus post office.  Check with Donna to see if she has mail you can take to the campus post office.   Mail is a major responsibility, so please be sure you get it to Donna’s office or the post office.  Don’t stick it in your book bag to deliver later.  Someone’s graduation may depend on it!  
11. Answer phone with “Mary Baldwin College Theatre, Sally Student Speaking.”  Smile while speaking and the caller will hear your friendliness and willingness to help.  If the person wanted is not in, offer to take a message.  Do not answer Dr. Fran’s phone. She prefers callers to leave a message.  


7189  Theatre office


7191  Clinton and Sam


7192  Terry

12. Take all phone messages in writing on a phone message pad.  Get all the info requested.  Repeat the callback number to be sure it’s correct.  Place the message on office door or desk chair for faculty.  Do not leave messages in the work room.  If a caller asks about borrowing costumes, ask him/her to call Alex Levesque at 887-7192 or email her at levesquean0101@mbc.edu to set up an appointment.  

13. No one is allowed into the costume rooms to look through or borrow costumes unless Terry or a specifically authorized student is along to assist them.  
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Student Assistant Info Form
Name:
Phone:  (mobile)




(residence)



(other)
Residence Hall and Room:
MBC E-mail:
Car?/ Drive?

Computer Skills:

Sewing Skills:


Proofreading Skills:

Other Work Skills:
Allergies and Other Medical Conditions:

Anything else we should know?

